
Quick Reference Guide 

Submitting a Bid/Proposal 
 

Attention:  This document serves as a quick reference only.  Please be sure to review the full Vendor 

Client User Manual before conducting business with the City of Rockville.  This information can be 

found within the Collaboration Gateway under the document library. 

Note: If you have never accessed the Collaboration Gateway, please see the Collaboration Portal – 

Announcement and Set-up Instructions. 

 

1. When ready to submit their bid or proposal in response to a solicitation, vendors must login into 

the Gateway  

 

Note: If you have never accessed the Collaboration Gateway, please see the notice on 

instructions for getting set-up. 

2. Once login is complete, vendors must open the solicitation that they will be responding to by 

selecting the “Solicitations” drop down menu and select “My Solicitations.”  Please note: 

Vendors must have registered as an interested respondent when initially viewing the 

solicitation for the solicitation to show up under the “My Solicitations” selection.  If it does 

not show up, select the “Search Public Solicitations” option.  

 

 



3. Within the sourcing record, scroll to the “Files, Documents, Images”, “My Files”.  Select the 

“select” button to browse your computer and upload your bid document.  Please note: Please 

refer to the instructions within the solicitation on required format when uploading bid or 

proposal documents.  Bid and proposal documents must be in pdf format when uploading. 

 

 
 

4. Select “Save File”.  Vendors should see your bid/proposal uploaded and should also receive a 

message confirming that your bid/proposal. is successfully uploaded. 

 

 
 

 

 
 

 


